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1, Pl@ POS

This Notiee provides guidance and outlines dstailed rospongibilities
for persomnel evaluation.

20 Definition of Persomnnel Evaluatioca

8, Personnel evaluation as ussd in the Central Intelligence Agency
is the supsrvisor’s considsred and judicious appraisal of tho performanes
and capabilities of each- individuzl for whom he is immediately responsie
ble, This evaluation is in terms of ths requirements of the individualbs
eurrent position and his potential for longeterm servies with the Ageney.
It is not a performance or an efficiency rating in the sense that indie
vidualg are compared on the basis of & predstermined adjectival or
nuzerical seale,

b The significence of a persomnel evalustion lics in the cone
structive mebion which will bs taken to develop and use each individugl®sg
abilitics and potentialitizs most effectively,

3. MNoed for Cvaluation
8. Continuing Dayebi=Day Evaluation

A gupsrvisor must be continmually aware of the ebilities and
porformanse of each person in his orgenization if he is actively to
ald hinm to develop his skills end abilities, The ingight gained from
continuing appraisals will emable the supervisor to stimilate the pro-
ductivensss and job confidence of his people and to develop teamwork
and pride in the organizetion,

bo. Recording bvaluations

In addition to dayeby-day guidance, it is necessary that
pericdic written reports bs prepared as en essentlal elemend in each
individual’s career plan. The preparation of these reports will
serve periodically to focus the supervisor®s attention on the actual
and potential contributions of each individual, Through this procsss
tho supervisor acquires & systematic inventory of the human resources
within his units
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bo  Specific Uses of Perscmasil Evailvabticn

The vses of psrscnnel ¢reluation include the follaowinmgs

8o Idsatifying cach person's apbitudeos, knowledses, skills and
dnterestag

b  Prowmoting discussieons betwoen supervisers and these SURITe

vized concerning work porformanse and earsosr dovelepmenty

G Increasing individenl officionsy by spotting and corrosting
8pesific problews and @ficionsics wnd belping ia the dvoloprant ef
dogivable traltsg

do  Sexrving 89 & basiz fer imividn&l plans for ecarcer developmants

8o  Identifying eutstonding sexviceg

Lo Tdemtifying individvals whe £2il %o perform as effective
membarg of the orgenizationg ond :

o Xdentifying the nesd for training, resssignnent, rotatien,
promotion, demetion, separation and other formal pergemnzl ections,

5o Reoponsibilitles for Pergonng], Gvalvation
8o  Hosponsibilitics of Individuals

Each individual, must understand the responsibilitics ond
requirements of his position, This ig an inbarent conditicn of employ-
rant and duposes a respeasibility upon the individual to disguss with
his immedinte supervisor any problem or wnceriodnty which obgsureg hig
comprobension of his work. This doss not mindniige She rospongibility
of the superviser for ensuring that these whom he SUpervises oxe proe
vided with full infemwstien og %o tholr Jebs, A clenw wmderstonding -

batuwcen the supsrvisor end 4o Individuald is the sosult ef a reelnrocal,

o

- relationship, and offcebive pexrforance by and developnznt of tho
Individual prececd from the twoway comunication botuoen them,

’E@g Resmmsibiliti@s of Supsrvigers
(L) Tmodiate Supervigor

Ihe dmsdiate supervisor who assizns end reviews ths
vork of others bears oriiary responsibility for eveluat
gulding and develoying the potentialitics end capabilities ef
those whom he supervises, In order ¢o record his evaluations
and recomuendations, he wiil propare Personnel Lvalevation Reporis
as requirad.

s 2o
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(2) Rovicwing 0£Ficial

. The suparviser mext in lins of authority above the
Inmedinto supervigor ip responsible for roviewing Personnsl
Bvalvation Roports., Fo will datornine vhothar they conform ¢o
parsinont Agensy polisy ond regulations and will assist in tha
ofZestlvo wgo of tho roserdad imferration, Ho bag tho additiopsl
rogponsibility ef casuriag thab supervisors wmder his euthority
offcstive in dlrcstdng, loading, evalvabting end devaloping
tholir persomnel. .

€ Heoponsibilitics of Office Coveer Sorvice Beards
b 1 the respousibility of cach Gffise Carezer Servieo Beard
o revicy plans ecentainsd in $he Porscamsl Evalvation Reoports for tho
treining, assigamsnt, cdvanscrsab, rotation or promotion of czeh indi-
vidual falling withim lis Jurisdieticn und to regomrend to the Acsiotomd
Dircstor or 0ffies hand &he aeticn hal snould ba talmm,
6o  Zyees of Romorto |

o  Idtiold Repewes

o supsyvisor il prepare o Porsoznsl Bveluation Report few
eneh Individeal ab the cnd of his firgh aire months of serviee with tho
Ageney, exslusive of ©ims haah way bave boem spaab in provisional g totug

- pemding £ull goewrdly cleovansce Sush o report will bo made regardless
of tho leagth of timo thab ¢ho Iudividuel hos boen undor hig impedints
SRV TLOIeR . '

bo  Amwwnd, Ropords

o gupsrviser will propare o Percomnsl Evaluvatien Ropors
anaually for coehk Individenl om ho caniversary of his entranss oz
uby waless o sopord has boom nnds within the thrce wenths prior o
o apvdversary datn, Ukom LStossary tho due dats of en cmmund, ropord
Wil be doforved wotdl ©ho Andividesd, hag boen urdor tho supervicer®s
Jurlodiction for $0 dayne ' o

8o . Spocisal Reporis

tho suporviser vilL propare o Pergemmel Evalvatien Roport
vnem em dndividunl Jenvas o Agomsy. This repard will irsiudg tho
Sugsrvigseris rosomizntatlcon censorning his cuitebility for FeoGTRIE) o
Sveh gpesind moports shnll Bo atiashkod to the Porsomuel Achien Reguest
form wicm 1t is fommpdod o tha Porseansl, 0£94cs, Speeial roports alge
ba mde wromevor thoy aro adninistratively soouirod,

do  Reaseignmd Roporto
A Perzormsl Bvalvntien Repert will bo prepared for on indie
videal whemgver his supesviser ig te bs pormanently chongsd, Supere
viscors who o bo reassigned will brepare soports for all parsomg

c3 -
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e retocigaed fron tholr valls, Tn esgo
tho Iuxedloto cupervicer 1o ned avallabls, sush reassignrent ko) elongine
will ba prepasod by who possen mush dn Line vho hag divesh Imeviledgn
of the ladividwolls wosk, Teo Asclebnnt Bizsetor {Porsomnsl) or his
@osigantod soprocontative Dy grans tewporary emampblen fren thisg
requlvcent to gzgm@ﬁj’l@ orgonisatlonal componcats of the Agengyo

7>  Proparation ef Renoris (See Flew Chagd abiached)
- — SIS .
2l Pg

Co  FPrier to tho date en inddisl or annonl R rsonnel Byaluaticon
Repord 45 dus, ¥he Perccunsld 0ffiss Wil nobify the 0£73co cencarncd
through the officlal daoigentad by tho 0fTico 4o sorve as its Bvalvatiens
OfZigamw, with reapeasibllity for adninistrabive cebivibtiecs sonnsgvad
Wt ¢ho perseanol evolmailen prograne The Bwaimatiens Offiesy wiil

-

Indtlaie eotion cn Femn 37-150 by emtoring the idsatifying dnte dn
Ltews 1 thyvoush 6 en the form ond forvarding 1% dn dwplleats %o oo
appropriols supervicor. Soeadal Teports n2y by dodtiotod oithsy by
e Porvscansl 0ffice or by tho 0ffise cozcesned, Boossigrmeent voports
vall bo indtiated by the 02F3se consarnads

bo  The superviser will Sfuxnish ths fema In duolicnts %o Sho
Individval concermed who 1533, canplete Tbemy 7 through 310, A% ¢ha

-

Sl tho seporviser trementls She form oo the dndividuel, he will effer

his assistonse gud cosparations

Go The superviser will comoleto Teeme 13, tarcugh I8 and w13
ciareles eonsidezed Jud- <0 oppralsing the edoguosy of the worl
performsd, 17 qualifiendicns of Ghe individenl for his positien apd

ks potentlalitics for grentss corviee to o Agoney. Upon cenpletien
e tho cvalvadien, he Wil fommwd s Lowr B tho oopropriate waviculng
e£Lielal,

o Tizm 17 of the form provides e nsans for fornaliring woxaings
w0 mdividunig couseralng Inoflestive perfernoncs. € 4% is tho supsis
Visor's considsred cninicn £hnd ho individeells work conteibubion hog
been gufticlently insffective o sequire adveres asbion, ho will abiach
o cogh of ths coples of the Porsoonsl Bvalvation Roperv a copy of o
warning wenorandwi, TP ¢ha supervisor hag net clready given the indie
Vidual such e memoromSum; bo vl BECParQ ons &b tho timo the Reperd in
Fads,  Vosndng wemorands w1l be coerdinntod with the Porseunsl 0ffico
bafora thay are given o o Individuval, ¥aen aviochsd o Peraonnd,
Evnlvatien Roports, thay will corve %o olerd 4ho Pogoenusl 0ffice omd
appregriate Cescer Serviso Bonsds oo sdtuatisns requiring Cpsginl,
attcntion,

5

;

Oo  €ho povicwing effleisl wwild dioouss tho ropert with Sho
Cupervigor in ovder o anclvoo oh regulis of tho evalvedicn end %o

L%
detorrdne whethor additiennl cetion ghowld bo rocemisnded o imprevo
or bobtar ubllize tho individunils skills, Tho rovicrwing oLficial

Q&&O
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aloo showld disouss with the rmadiase UPSEVISOr any roscmnsndabions
vadel weuld cosiat tha CUROrTicor in earrying oub hin respongibilitics
in the porsenmel evoluvaticn presess and in teldng oppreprints aetion
based en thy evelvation, Upen the conclvsien of his revicw and ofter
Gigevosion with the cupervicsr, the reviewing offieial will sign the
form in duplients and will forward both copiss %o the SUpervisor,

8o Tho Inmtorview

Qo Withinm eno vsok oftar a Persemecl Braluatisn Report hoo boon
revicrad by the revicuing offd ial, or as ceon thoveafler oo presticable
6he supsrvisor will dntorvicw ohe Individunl concerned o emprice him of
tho ovalvebion end %o ves the Hepord as o bogis for constructive dice
cugsion and plewa

Do The Interview will bove en frporsant influcnce en the relotlone
chip botroen the supervicor ound tho indlvideal, Thorefore, Sho BURCTe
Viser chould adeph his approach speeifically o eceh individesd, and plon
ths content and sequense of the dissvsglen aseoxding Yo the porsonad,
relationship existing batwoa thamo

@ During ths loterview, the swearvicer will discusg cash iten
of the Reporb, He chouvld cneouvage the dndividual o discuss hig
wmdarstonding of his dutles and regpousibilities in order %o vegolve
any wisunderstanding of wiat is emmpegted of hin. Yo ghould OXDTOss
rocognllicn of the inddviduzils stromeihs ond werl esbhlevenmzats,
Dicevssien of spacifie shortaeinings sheuld ba covpled with constructive
sugzestions of meows by widieh the individual Irorove himself with
agoligtancs thrsugh SUpervigicn, wotabion cnd wraining, In this
connestlon, ko shovld enccuxoge the lndividua) to emalyze oay werl,
perecanl, o otheor sitvaticna) fostors which wmoy have affestsd his
perfornanse, Bofore clecing the intarview, the suvsrvicor shouwld
swmories the rosulbe of the discussicn emphasising ths covrse of
muteal astlen which bas baen gsvelopsd to edvonss the individualig
effestivenses with o Ageacy,

9o  Routiup of Reportg

2o  Upon complebiea of ke diccussion with the individeal, the
suparvisor will sisn both copics ef the Report cnd gulrd® them %o tho
Evalvations 0fficer. Mo wild retain the duplicnte copy end forvand
the original o the Perscanal, Bivision, overt op eovert, within
thdrty days of the dva date (tho lagh date covarcd by the evelustion
poried) ewsept that trial paricd Reports wilil bo subnitbed within
£ifezon days of tho dus dats, The duplicato copy, wialeh s rotoinsd
by the Bvaluatiens 0ifisor, 13 be made awnilsobie to the 0fCics
Carzor Servies Rengd, _

bo  Tho Porsennsl 0£7%co will rovicy tho Persermel Evelunticn _
Roport ond vwill consuld 4o Offise consomed with r3zpest o oBtien
whish appears to bs k2seseary or dasirable, Tho cxiginal copy of tho
Personnel Evaluation Roport will bo £iled inm tho individualls official
porsommel folder, o
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X G If am Inddvidealls perforzmanse o described os wmsatisiretory

by the abtochuzut of o warndng memorcndua ¢o his ewnval Persomncd Bvolne
abicn Neport, the fach will Lo pested to his sexvies regord card by
the Trensastions ond Records Dransh of the epprapriate Porsonnel Diviglen,
Tals wild, male tho individunl ineligible for o poricdie roy insrease '
watil bis next anmval ropowt is nads, Advisory Apnonl Boards appointed
and convensd in eseordomso with CIA Regulobicn will, at tReX1A
individval®s roquest, re-ermmine official vmrning memoxanda and rocome
esnd astlon to the apprepriats officinle,

o  Persenned Bvolmoticn Roports for Ficld Porsemncl

Porseancl Evoluaticn Roports for individenls who aro gorving in
tho £ield will be propared ond ovkmitted In conformsmse with the principles
of this Nobleo, Procsdnres odaptd 7311
ba esteblishod through cppropriats 25X1A

FOR TG DIRECTOR OF CENTRAL INTELLIGENCE:

/ef
_ Bo Ko WHTE
Aoting Deoputy Dirsetoy
(Adminiztrotica)
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